CITY OF COVI NGTON
MUNI CI PAL FI RE AND POLI CE CI VI L SERVI CE BOARD
RULES AND REGULATI ONS

RULE |

MEETI NGS OF THE BOARD:

A. The Board shall hold one regular neeting within each
quarterly period of the fiscal year, in the nonths of
January, April, July, and October. The Board shall hold
such special neetings as may be called by the Chairman or
as provided in ACT 282.

B. Unl ess otherwi se provided in the notice for such neetings,
all meetings shall be held at Covington City Hall Counci
Chamber s.

C. Noti ce of regular neetings shall be given by posting such
notice inthe City Hall, not |less than ten (10) days before
the date fixed for such nmeeting, unless otherw se provided
by | aw.

D. Noti ce of special neetings shall be given by posting such
notice in the City Hall not less than twenty-four (24)
hours before the time fixed for such nmeeting. Such notice
shall state the time, place, and subject matter to be
cover ed.

E. Speci al neetings of the board will be held only upon call
of the chairman, or in his absence, the vice-chairmn, as
provi ded by ACT 282.

F. Al'l board menbers must be notified, in witing, not |ess
than five (5) days preceding all regular board neetings.
Speci al nmeetings may be held upon twenty-four (24) hour
notice, as provided by | aw.

G Four menmbers of the board must be present to constitute a

guorum of the board. Concurring votes of three nenbers are
necessary for decision of all matters before the board.

RULE | |

SUBJECT MATTER OF MEETI NGS

A

At regular neetings of the Board it shall consider all new
and ol d business which may be brought to its attention in
t he manner hereinafter provided.

At special neetings the Board shall consider only those

items for which the neeting was called, except that by
agreenment of 2/3 of the Board nenbers, other matters may be
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consi der ed.

RULE 111
ORDER OF BUSI NESS:
A At regular neetings the order of business shall be as
fol |l ows:
1. Readi ng of the m nutes.
2. Speci al and general reports.
3. Deci sions and orders on matters considered at
previ ous hearings and nmeetings.
4. New busi ness.
B. At special nmeetings the order of business shall be as
fol |l ows:
1. Readi ng of the m nutes.
2. Deci sions and orders on matters considered at
previ ous hearing and neetings. _
3. Hearing of matters previously fixed for the

speci al neeting.

RULE |V
CLOSED MEETI NGS:

A. Cl osed neetings shall be held only in accordance wth
Loui si ana Revised Statute 42:6, 42:6.1 or as provided by
the Legi sl ature.

RULE V

APPLI CATI ON FOR APPEALS AND HEARI NGS:

A. Any person authorized to appeal to the Board under the
provi sions of the Civil Service Law nmay apply for such an
appeal by a witten notice giving a clear and concise
statenment of the action conplained against, the basis of
t he appeal, and the relief sought. Application for appeals
to the Board under the provisions of Sect. 2561 of the
Civil Service Act shall be made only by regul ar enpl oyees
in the classified service and shall be limted to matters
i nvol vi ng di scharge, corrective, or disciplinary action and
the application shall so state. All other requests for
hearings shall set forth the section of the Civil Service
Act under which the application is brought and shall
contain a statenment of the jurisdiction of the Board. All
applications for appeals and ot her hearings nust be signed

CO 04-26-10



Rul es

page 3 of 17
by the applicant or his counsel, if any, and nust give the
full name and post office address of the appellant and of
his counsel. Witten notice shall be filed with the
Chai rman of the Board and a copy thereof filed with the
Vi ce- Chairman of the Board. An additional copy shall be

furni shed the Board for service on the authority or person
agai nst whose action the appeal is taken, if any.

No appeal shall be effective unless the above stated notice
is filed within fifteen (15) days following the action
conpl ai ned agai nst, or where witten notice is given of an
action to be thereafter effective, within the fifteen (15)
days follow ng the date on which such notice is given.

The Secretary of the Board shall cause the date of filing
to be noted on each notice of appeal and shall file said
appeal on the appeals docket, giving the said appeal an
appropriate title.

RULE VI

PROCEDURE ON APPEALS:

Al'l hearings on appeals shall be open to the public.

Parties shall have the right, but shall not be required, to
be represented by counsel, who nust be duly licensed to
practice lawwithin the State of Louisiana. Wen any party
is represented by nore than one attorney, only one attorney
for any party shall be permtted to examne the sane
Wi t ness.

I n the absence of an attorney, appellant may choose soneone
to assist in his/her appeal. This person shall not be a
wi t ness and shall not be allowed to testify. He/she wl
not be allowed to exam ne wi tnesses or nake any statenment
on behalf of the appellant.

The rul es of evidence as appliedincivil trials before the
courts of this state need not be strictly conpiled wth,
but the Board shall limt evidence to matters having a
reasonabl e rel evance to the issues before the Board.

Parties and wi tnesses shall be subject to cross-exan nation
as in civil trials. The Board looks wth favor upon
sti pul ati ons of undi sputed facts.

The Board may, on request of any party or on its own
notion, place w tnesses other than parties under the rule
of the Board and thus exclude them fromthe hearing room

Any party desiring the issuance of a subpoena for the
attendance of a witness or for the production of books or
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papers nust apply for appropriate order inwiting at | east
ei ght (8) days before the time fixed for the hearing. Such
application shall state the purpose of the subpoena and
what evi dence or testinony i s sought by the i ssuance of the
subpoena. A subpoena service fee of $41.00 wll be
required, for any additional subpoena requested after the
first four (4).

The written rules, regul ati ons and procedures of the Civil

Service Board and ACT 282 will be the basis of a hearings
and appeal s.

RULE VI |

DI SM SSAL OF APPEALS:

A

If the appellant fails to appear at the place and tine
fixed for any hearing, his appeal may be dism ssed or the
board may, in its discretion, continue the case or proceed
with the hearing and render its decision upon such evidence
as may be adduced at the hearing.

RULE VI I |

TRANSCRI PTS OF HEARI NGS

A.

If any party to the hearing desires a permanent transcript
of the hearing, he/she shall furnish a court reporter for

said purpose at his/her own expense. VWhere a court
reporter is furnished, the original of the transcript shall
be filed with the Board and shall become part of the

per manent record of the appeal.

Where no court reporter is furnished, the Secretary of the
Board shall nmaintain as conplete notes as is feasible and
the board shall issue a witten finding of fact.

RULE | X

OTHER HEARI NGS:

A.

Al'l other hearings of the Board shall be instituted and
shall be conducted in accordance with the above and
foregoing rules and Civil Service |law in general

RULE X

APPLICATION FOR ADMSSION TO COWPETITIVE CIVIL SERVICE
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EXAM NATI ON:
A. These rules apply to applications for the follow ng
positions:
1. FI RE DEPARTMENT

a. Fire Chief

b. Fire Al arm Di spat cher

C. Fi refighter/ Operator

2. POLI CE DEPARTMENT

a. Pol i ce Chi ef

b. Di spat cher

C. Police O ficer

d. Police Records Clerk

e. Secretary to the Police Chief

B. Application Form
1. The wordi ng and directions of the application formare
hereby made a part of the rules of the board.

a. Each block of the form nust be filled in
conpletely, correctly, and legibly. (typed or
printed)

b. Failure to answer all questions my cause the
application to be delayed or rejected.

cC. Provi di ng fal se or m sl eading i nformation will be
cause for rejection of the application.

2. The "Title or Position" block nust be filled in with
no nore than one (1) of the classifications in Section

1. (Fire Chi ef, Fire Al arm Di spat cher,

Firefighter/ Operator, Police Chief, D spatcher, Police

Officer, Police Recor ds Clerk, Secretary to the Police

Chi ef)

a. A separate application must be filed for each
position.

3. Vet erans Preference

a. Applicants requesting veterans points nust attach
verifying docunments (DD214) with the qualifying
i nformation highlighted.

C. Applicants shall provide any verifying docunentation as nmay

be needed by the board in order to ascertain m ninmm

qgual
appl

fications. Failure to provide verification my cause
cant to be rejected for further consideration.

Cust ody of Applications
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1. Applicants nust mail their applications to:
THE COVI NGTON FI RE AND POLI CE
Cl VIL SERVI CE BOARD
POST OFFI CE BOX 1603
COVI NGTON, LA 70434-1603
2. Applicants may hand deliver their application to a
civil service board nenber.

Cl osi ng Dat e

1. Each notice published for a conpetitive exam nation
shall have a closing date included in the notice.

2. This date shall be the last date for accepting
applications for that exam nation.

3. Applications may be rejected or held for the next test
date under the follow ng circunstances:
a. Applications accepted by a board nenmber after the

cl osing date.

b. Applications postmarked after the closing date.
cC. Applications postnmarked on or before the closing

date that are not in the possession of the board
when the board neets to approve applications.

St udy Gui des

1. Study guides are nmde available to qualified
applicants through the civil service board.

Reporting scores to and from other jurisdictions

1. Applicants for Firefighter/ Operator and Police O ficer
who are requesting their exam nation score to be
reported to or fromanother municipal fire and police
civil service board nust neet the m ni mumrequirenments
for these classifications as specified wunder the
classification plan of the Covington Minicipal Fire
and Police Civil Service.

2. Appl i cants requesting that the Covington Civil Service
Board notify another person or board nust make the
request in witing and enclosed a stanped envel ope
addressed to that person or board.

RULE Xl

DI STRI BUTI ON OF BOARD RULES:
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A. A copy of the Board rules shall be distributed to each
Board nenber, governing body one (1) copy, Police and Fire
Chi ef one (1) copy, Police and Fire bulletin boards one (1)
copy, and State Exam ner one (1) copy.

B. A copy of the Board rules shall be given on request to an
appel lant or his counsel prior to a hearing.

RULE XI |
LEAVES OF ABSENCE AND HOLI DAYS:

A. Leaves of Absence - Police and Fire
A. Leaves of absence are classified as foll ows:
1. Leave of absence wi th pay.
2. Leave of absence w t hout pay.
3. Absence wi thout | eave and pay.

B. Sick Leave

1. Each enpl oyee of the classified service shall be
entitled to and given, with full pay, sick |eave
aggregating eight (8) hours per full nonth of

enpl oyment for any sickness or injury or
i ncapacity not brought about by his/her own gross
negligence or cul pable indiscretion. Any

enpl oyee of the classified service who draws such
full pay during sick |eave shall have such pay
decreased by the amount of workman’ s conpensation
benefits actually received by such enployee.
Classification of [|eave of absence for the

af orementioned will be “Leave of Absence Wth
Pay”

2. Enpl oyees may also use sick leave to care for
sick immediate fam |y nmenbers. |Imediate famly

menbers are defined as the enpl oyee’s and hi s/ her
spouse’ s parents, spouse, siblings, grandparents,
children and grandchil dren.

3. When an enployee of the classified service or
his/her famly menmber is ill and cannot report
for duty, he/she shall personally notify his/her
ranki ng supervisor or the person designated by
the Chief of the Departnent by whatever nmeans
avai l able not later than two (2) hours before
he/she is scheduled to report for duty. Failure
to call, as indicated above, will result in the
forfeit of pay as it is classified as "Absence
Wt hout Leave and Pay".
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Any enpl oyee who is on sick |eave because of
his/her own illness is required "to diligently
pursue full recovery" and any activity, which is
contrary to this endeavor, may be the basis for
di sciplinary action, whi ch could I ncl ude
term nation.

Shoul d any illness last |onger than twenty-four
(24) schedul ed work hours [cprpi], the enployee is
required to submt a doctor's certificate

indicating the illness or condition which
justified his/her absence, as well as the
probabl e duration of the illness. For failure to
produce a doctor's certificate for any illness
over twenty-four (24) schedul ed work hours [cpD1],
the enployee wll be <classified as "Absent

Wt hout Leave and Pay".

Shoul d any enployee of the classified service
devel op a pattern of absences such as before or
after his/her schedul ed days off or at any other
time, he/she wll be required to submt a
doctor's certificate should the absence be for
only one calendar (1) day. This status may be
appealed to the Civil Service Board as found in
Rul e V.

Al'l  medical or doctor's certificates shall be
recei ved by the enployee's supervisor and will be
pl aced in the enpl oyee's nedical records.

In the event that an enpl oyee term nates his/her
enpl oynent with the departnent, and is |ater
rehired, the sick | eave bal ance as of the date of
termnation will be forwarded and credited to
t hat enpl oyee so |l ong as the period of separation
was one year or |ess.

Any unused sick | eave may be accrued and carri ed
forward to succeeding calendar years. Upon
retirenment, or death, an enployee shall be paid
for no nore than 500 hours [cPoz] at the rate of
pay that he/she is receiving at the tinme his/her
retirement or death. Empl oyee will not receive
any conpensation for accrued sick | eave is hel/she
| eaves the service before retirenment or death.

It is the specific intention of this subsection
to provide additional benefits to | aw enforcenent
of ficers/firefighter who have exposed thensel ves
to hazards unique to law enforcenent/fire
suppression. The total benefits accruing to an
i ndi vidual under this subsection shall not exceed
365 cal endar days.
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Speci al Extended Leave

Each regular and permanent classified enployee
may be granted Special Extended Leave by the
appointing authority only wunder the follow ng
Ci rcunst ances:

1. Enpl oyee’ s injury or incapacity was suffered
on duty, and not brought about by his/her
own negligence or cul pable indiscretion.

2. Enpl oyee has exhausted all avai l abl e,
appl i cabl e | eave i ncl udi ng sick, annual, and
FMLA | eave.

3. Enpl oyee is unable to return to work because

of his/her injury.

4. Enpl oyee is currently receiving worknmen’s’
conpensati on benefits.

5. Enpl oyee would be separated from the
classified service if not granted speci al
ext ended | eave.

Said leave is to be classified as |eave w thout
pay. Leave cannot and shall not extend beyond the
period of ninety (90) consecutive cal endar days
in any twenty-four (24) nonth period. Should the
enpl oyee be wunable to return to duty after
exhausting this |[|eave, enpl oyee shall be
separated from the classified service upon
expiration of |eave of absence.

Speci al Extended Sick Leave

Each regular and permanent classified enployee
may be granted Special Extended Leave for up to
ninety (90) calendar days by the appointing
authority only under the foll ow ng circunstances:

1. Enpl oyee suffers a catastrophic illness.

2. Enpl oyee has exhausted all avai |l abl e,
appl i cabl e | eave i ncl udi ng sick, annual, and
FMLA | eave.

3. Enpl oyee is unable to return to work because
of his/her illness.

4. Empl oyee would be separated from the

classified service if not granted special
extended | eave.
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Said leave is to be classified as | eave w thout
pay and shall not extend beyond a period of
ninety (90) consecutive calendar days in any
twenty-four (24) nonth period. Shoul d the
enpl oyee be wunable to return to duty after
exhausting this | eave, enpl oyee shall be
i mmedi ately separated fromthe classified service
upon expiration of |eave of absence.
13. Notification of Special Extended Leave
a. Speci al Extended Leave as provided under
Rule XII, Sections B 11 and B 12 shall be
subject to the approval of the Covington
Muni cipal Fire and Police Civil Service
Board upon notification by the appointing
authority that such leave is in the
departnmental interest. Such notification
shal | i ncl ude certification from the
attending physician of the enpl oyee’'s
inability to return to duty, the antici pated
date of the enployee’'s return to duty and
al | | eave  which has been exhaust ed
i mmedi ately preceding the beginning of
Extended Sick Leave. Notification nmay
include a Statenment of the enpl oyee’s years
of service, specialized training, value to
service, etc., but such statenment shall not
be required.
b. The notification shall be signed by the
appoi nting authority.
The Covington Minicipal Fire and Police Civi
Service Board shall consider the notification by
t he appointing authority at it’'s next schedul ed
meeting or a special neeting nmay be called to
consider the notification. 1n any case where the
Covi ngton Muni ci pal Fire and Police Civil Service
Board is wunable to nmeet to consider the
notification, the enployee is deened to be on
Speci al Extended Leave until such time as the
Covi ngton Munici pal Fire and Police Civil Service
Board can neet.
C. Funeral Leave
1. Each enployee of the classified service shall

have "Leave of Absence Wth Pay", up to twenty-
four (24) schedul ed work hours per OCCURRENCE f or
death in the imediate famly. There shall be no
accrual of this leave from year to year. An
enpl oyees’ immediate fam |y is defined to consi st
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of the enployees’ and his/her spouses’ parents,
spouse, siblings, grandparents, children and
grandchi | dren.

2. I f an enployee of the classified service has an
illness and or death in his immediate famly and
cannot report for duty, he/she nust notify
hi s/ her “ranking” supervisor not |ater than two
(2) hours before he/she is scheduled to report to
duty. Failure to call, as indicated above, wll
result in the forfeit of pay as it is classified
as "Absent Wthout Leave and Pay".

Exanm nati ons

Each enployee of the <classified service wll be
granted "Leave of Absence Wth Pay" to take any
Muni ci pal Fire and Police Civil Service exam nation

Provi si onal enployees are granted "Leave of Absence
Wth Pay" to take a Municipal Fire and Police Civi
Service exam nation for the class that they hold
provi sionally.

Jury Duty

Absence because of jury duty is "Leave of Absence Wth
Pay". However, the jury notice nust be presented to
the Chief of the Departnent or the person designated
by the Chief to receive such notice at |east five (5)
days in advance of such jury duty. In addition, the
enpl oyee will be required to turn over to the City,
all jury fees that he received.

District Court/Civil Service Board Attendance

Each departnmental nenber of the civil service board
shall be granted |eave of absence with pay for the
duration of any civil service board neeting which the
enpl oyee representative attends, or for any tinme
required to assist with civil service exam nati ons, or
ot her official business of the civil service board.
Such tinme shall be considered as tine worked or on
duty.

Mlitary Leave with Pay.

1. An enpl oyee shall be authorized to take mlitary
| eave without |oss of pay or vacation | eave when
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perform ng emer gency mlitary duty or
participating in the two (2) week annual training
duty required by nenbership in a reserve unit of
United States Arned Forces or the Louisiana
Nati onal Guard for a maxi num of fifteen (15)
days per cal endar year as provided in LRS 42: 394.

Each nenmber of the classified service shall give
such notice of ordered duty at least ten (10)
days in advance to the Chief of the Departnent.
Shoul d t he enpl oyee be call ed out on an energency
basis, he shall contact his ranking supervisor.

Mlitary Leave Wt hout Pay

1.

Any nmenber of the classified service who is a
menber of the National Guard or in the Reserves
of the Armed Forces, upon being ordered to active
duty, shall be given any |eave due the enpl oyee
in Section F. Should the enpl oyee have used all
| eave entitled to in Section F, he/she shall be
granted Mlitary Leave W thout Pay.

Any nmenber of the classified service called into
the Arnmed Forces will be allowed to take what ever
Annual Leave to which he/she is entitled.

Provi sional enployees wll not be granted a
mlitary | eave of absence. They shall be required
to resign or be dropped from service.

Personal Tinme Of

1.

Each nenber of the classified service may apply
to the Chief of the Departnent, for personal tine
of f, when such tinme off will not exceed two (2)
days and this leave is classified as "Leave of
Absence Wt hout Pay".

Any nmenmber of the classified service taking
personal time off w thout applying for same shall
be consi dered as "Absent Wthout Leave or Pay".

Leave of absence w thout pay, and absent wi t hout
| eave and pay, nmy be made up by working
schedul ed days off, as designated by the Chief of
t he Departnment.

Annual Leave - Fire and Police

1.

Annual |eave with pay is granted to enpl oyees of
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the <classified service for the purpose of

rehabilitation and recreation. All |eave nust be
properly applied for and docunent ed on
appropriate tinme sheets and records. Leave may

be taken in one (1) hour increnents.

Each enployee of the classified service, after
havi ng served one (1) year, shall be entitled to
an annual vacation |leave of fifty-six (56) hours
with full pay.

Foll owi ng two (2) years of service, each enpl oyee
shall be entitled to an annual vacation | eave of
one hundred and twelve (112) hours of vacation
| eave with full pay.

Fol l owi ng six (6) years of service, each enpl oyee
shall be entitled to an annual vacation | eave of
one hundred and forty-six (146) hours with full

pay.

Followng ten (10) vyears of service, each
enpl oyee shall be entitled to an annual vacation
| eave of one hundred and sixty-eight (168) hours
with full pay.

Foll owi ng eleven (11) years of service, each
enpl oyee shall be entitled to an additional eight
(8) hours for each year of service over ten (10)
years, up to a maximum of two hundred and forty
(240) hours with full pay.

No more than one hundred and sixty eight (168)
hours of annual |eave benefits my be taken at
any given tine.

At | east forty (40) hours of annual |eave nust be
taken, if entitled, per cal endar year.

Accrued unused annual | eave earned by an enpl oyee
shall be carried forward to the enployee’'s
succeeding anniversary date not to exceed a
maxi mum of 500 hours. Any annual | eave requested
but not approved shall be carried forward and
made avail able for the next twelve (12) nonths.

Annual | eave nmust be applied for at |east seven
(7) days in advance and approved by enpl oyee's
ranking supervisor and the chief of the
departnment. Approval or denial of a request for
annual |eave wll be based on workl oad or other
factors surrounding the need for |eave.

Payment for annual |eave upon separation
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Subject to this rule, each enployee, upon
separation fromthe classified service shal
be paid the value of his accrued annual
leave in a lunp sum di sregarding any fina
fraction of an hour. The paynment for such
| eave shall be conputed as follows.

1) When an enployee is paid wages on an
hourly basis, nultiply his regular hourly
rate by the nunmber of hours of accrued
annual | eave.

2) When an enpl oyee is paid on other than an
hourly basis, determne his hourly rate by
converting his salary in accordance wth
provisions in the wuniform pay plan for
conversion to a working hourly rate.
Multiply his converted hourly rate by the
number of hours of accrued annual | eave.

An enpl oyee who |eaves the <classified
service shall be conpensated for the val ue
of all of his/her accrued annual |eave to
which he 1is entitled under this rule.
Term nal pay will be conputed on the basis
of the enployee's hourly rate of pay at the
time of his separation.

Hol i days begin on the first shift follow ng
m dni ght and lasts twenty four (24) hours.

a.
b.

Hol i days

1.

2.

Hol i days for all enployees in classified service

shal

a)
b)
c)
d)
e)
f)
9)
h)

be as follows:
New Year's Day
Martin Luther King Day
Presi dent's Day
Mardi Gras
Good Fri day
Menori al Day
July 4th

Labor Day
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i) Col unmbus Day
) Vet eran' s Day
k) Thanksgi vi ng Day

) Shopping Day (Friday imrediately follow ng
Thanksgi vi ng)

m) Chri st mas Day

Any holiday falling on an enployee's schedul ed
day off wll be classified as annual | eave.
Empl oyee shall receive eight (8) hours of annual
| eave to be taken off at another date which wll
be designated by the chief of the departnent.

Any enpl oyee absent on his/her schedul ed wor kday
before or after a holiday will not be granted
annual | eave as stated in paragraph 2 above.

L. Leaves of Absence (Maternity Leave)

1.

M

1.

Leave for maternity reasons shall be all owed for
a period not to exceed six (6) nmonths duration
and upon the advice of the attending physician
may commence at any time prior to date of
expectancy. Maternity | eave shall be recorded as
| eave wit hout pay.

An enployee my return to work at any tine
following child birth, provided she has the
perm ssion of the attending physician. The
appointing authority wll require a statenent
froma physician certifying that the enpl oyee is
able to resune her duties.

Leave for Specialized Disaster Service Vol unteer

Any enpl oyee who is a trained disaster vol unteer
of the Anmerican Red Cross nmay be granted | eave
fromhis regular work assignnents, with pay, and
w thout |oss of seniority, annual |eave, sick
| eave, or earned overtine or conpensatory tine
accurmul ation, for any period not to exceed
fifteen (15) work days in any twelve (12) nonth
period, to participate in specialized disaster
relief services for disasters designated at Level
111 or above in the Anmerican Red Cross
Regul ati ons and Procedures.

Leave may be granted upon witten request of the
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enpl oyee to the appointing authority which shall
include certification of the enployee as a
trained Anmerican Red Cross disaster volunteer,
the nature and location of the disaster
anticipated duration of the |eave, nature of
services required, certification by an officia
of the American Red Cross that the enployee's
services are needed, and the identity and title
of the official of the American Red Cross to whom
the enpl oyee is to report.

Fam |y Medical Leave

Enpl oyees of the classified service who are eligible
under the Fam |y Medical Leave Act (FMLA) are entitled
to up to twelve (12) work weeks of |eave for certain
fam |y and nedical reasons enunmerated in FM.A during
a twelve (12) nonth peri od.

In addition to the twelve (12) work weeks granted by
the FMLA classified enployees are entitled to an
amount of |eave equal to one quarter (1/4) of their
i ndi vi dual accunul ated sick | eave.

Spouses enployed by the City of Covington, whether
both are classified enployees or not are jointly
entitled to no nore than twelve (12) work weeks and
one quarter (1/4) of their individual accunul ated sick
| eave.

Such |eave nust be requested thirty (30) days in
advance if the need for |eave 1is foreseeable.
Ot herwi se, notice nust be as soon as practicable. A
request for such |eave nust be acconpanied by
docunment ati on supporting the need for |eave.

Cl assified enpl oyees are required to first exhaust any
accrued paid or conpensatory |eave, whether sick or
annual, to cover the otherw se unpaid FM.A | eave.

Seniority, sick |eave, and annual |eave shall not
accrue during unpaid FM.LA | eave.

This FMLA policy shall not be construed to make nore
onerous to the City of Covington as an enployer its
enpl oynent, benefit |eave policies and practices,
except as absolutely required by FMLA and except as
det ai | ed above.

Adm ni strative Leave

1. The appointing authority may grant adm nistrative
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| eave when circunstances develop that would
warrant the renoval of an enployee from the
departnment without disadvantage in order for the
appointing authority to conduct an investigation
concerning the conduct of the enpl oyee.

Adm ni strative | eave may al so be granted in order
for the appointing authority to conduct an
i nvestigation concerning the conduct of the
enpl oyee when an enployee, acting in his/her
of ficial capacity, causes serious injury or death
t o anot her person.

This | eave may not be extended beyond thirty (30)
days wi t hout approval of the civil service board.

al Leave/ Seniority

If a classified enployee has exhausted all of
hi s/ her annual |eave and conpensatory tine,
he/she nmay apply and be granted Special
Leave/ Seniority without pay up to (30) days by
t he appointing authority only when such |eave
woul d be in the departnental interest.

Any Speci al Leave/ Seniority wi thout pay exceeding
thirty (30) days in any consecutive twelve (12)
mont h period nust first be approved by the civil
service board. A classified enployee on Speci al
Leave/ Seniority does not accrue seniority or
ot her benefits during said | eave.

Based on enpl oyee's current work assi gnnent
Does not apply to | eave accunul ated before January 1999
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